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This Regulation states Agency policy and procedures with respect to 
obtaining and recording basic occupisfeioual infonmticn about Agency 
positions. She Regulation is applicable to. all civilian and. military 

positions in the Agency. 




•£i * " OvjJL J-XAj&J 

A group of duties mid responsibilities which have been established by 

coupe teat authority for pcri’orasaaaoc by one employee md (approved as 
part of mi authorised 'fable of Organization . 


h. ixismoM fmcsmsm 


A current and accurate statement of the duties and responsibilities , 
general iafbrmtlan.,. and evaluation factors, including qualifications 
requirements, existing within a given ;position . All. pertinent inform. - 
tion and evsd.,uation awtealal developed throu^i position analysis will 
be recorded in official position descriptions . 

■ r . xOQVESm ST&SMRD 


A statement of the duties and responsibilities, occupational informa- 
tion, position -evaluation factors, and qualification requii'esaents 
developed a© a uniform guide for vise in the classification of positions 
within a given scaup and for use ia evaluating the qualifications of 
candidates for such positions . The statement of qxa&lificaticsv require - 
. tents applicable to the group of positions is an integral part of the 
position standard . 
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ctatement., in a position description or position standard, redacting 
the Imowledge, skills end abilities, work experience and fiducaticm, 
.•'iysical requirements, personal characteristics, end special qualifi- 
cations required for a given position or group of similar positions, 

l OSITlcm AHALXSXS 

'••'-ic systematic: stisdy of positions for the purpose of recording the 
total position information essential for personnel administration and 

kt&isgaaemt * 

:C. i'QQinm mnuxsTS mmt 

the- analysis of a group of positions selected on an orpailaational or 
an ocmipatiooal basis* 

. POLICY 

a. Ths objective of josition analysis is to obtain and record in position 
descriptions detailed oecupaticxial information in a systematic manner 

as a tool of personnel administration and management planning. Position 
ai.ai3.ysis- will be c onducted on an integrated basis to provide position 
i-*for;:jatioji for recruitment } placement/ training/ and management. of 
peracasael and for position classification purposes. 

b. inscriptions of positions having similar duties end responsibilities 
sad similar qualification requirements will be combined to form post-' 
tiaa statxdterds. Such standards are intended to aid in establishing a 
eoEsaaa understanding throughout the Agency as to rtethods and guides 

- eed for the classification of positions into occupational groups and 
pay levels and to establish agreement between operating officials end 
the Office of Personnel as to standards to be used in establishing 
'.ratification requirements « 

c. The qualificatloa requirements stated in position, descriptions will 
represent agreement between the Office of Personnel and the operating 
omvpammt concerned as to the qualifications required, of an er^loyee 
for appoi: ntment, |Kndaaotlo% or reassignment to positions described and 
will serve as the basis for cn -aHficationc approval in such actions* 

k . Rhnp03eiBiliTiEi> 

a, i'he preparation and maintenance of accurate and current position 

descriptions and position standards la a joint responsibility of the 
Assistant Director for Personnel and supervisory officials of the 

Agency, 
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(1) ’Em Assistant Director for Personnel is responsible for the 
collection, recording, and coordination of position infarction 
s©& for the technical adequacy and evaluation of such Infoxmtlm. 

Be will provide for the publication of position, standards and 
position descriptions for 'fee iaformitoa and guidance of super - 
visor v officials, 

(2) The extent of participation by supervisory officials and individual 
GBjployeeu In the prepawation of position descriptions will be 
agreed upon in each, ease by tbs Office of Fewwrml and tbe com- 
ponent conccraM, 

b. Official petition descriptions end position standards will require tJWf 
approval of the Asatiataat Director for Personae! or Ms dfcsignee and of 
the operating officials having, supei’visory control over the pcssitiase 
d«acribed. CteuoreUy, the- itaaadiate supervisor of tbs* position end Ms 
isECdi&bs superior will be authorised to act as tbe .approving opeintins 
official . However, this authority may be limited at the discretion, of 
It©- Assistant Directors of the Deputy Director (IhtMligonc©), Chiefs 
of MKin.tstmtiv’f* Office® of tbe Deputy Director (Adaini stratum) , 

Chiefs of Senior Staffs a’Sd Area Divisions of the Deputy Director (Plans), 
the Director of Training, end tbe Assistant Directors for Canonntcatlona 
and Personnel. 

5, vrnpm mim of posmor de^piotoms 

a* T3KS OF PREPARATIC-H 

Position, descriptions will, be prepared as required: 

(1) To report inMvitbiaX requests for changes in «*±Kting grade 
structure which involve aateri&l chants in tbe duties and respoft.- 
Mhilitlos or qtmHfidttios reqtiresoents of a position, 

(2) In cemootiaa wit h proposals for mv or revised tables of 
organisation . 

(3) In the. course of conducting position-- analysis surveys • 

h, FORMAT 

Position description.’ 1 ; will, be pr figured in accordance with the instruc- 
tional "Sui&e for Writing Position. Descriptions'* (Figure 1) will 
be recorded m Fssra Do. .17-178, Position Description. 
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pm BnSFQNSZBZLXEXBS TO BE BESCRIIS3) 

vi) In general, only raajor duties on& responsibilities'’ will be 
included in a position description, A ‘'major duty or responsi- 
bility" i® one wlxieh meets all three of the following re^uireiaents; 

{&) It must be reflected in or affect the qualifications required 
by the position, 

(b) It srnst be reasonably certain of periodic recurrence, and 

(e) It must occupy a reasonable amount 51 of the em|)lo,yec 'a tins. 

Ho fixed definition of ’reasonable amount of time” will be 
s dopted., When a problem involving this detensdnation is 
encountered, it will be treated on the basis of the individ- 
ual ease and ■will be resolved, by the. Office of Personnel. 

C'2) Anticipated cluties and respoas ibilities may be included when 

tjccasary to facilitate staffing plans , but only in those cases in 
which perfartmaee at the level described can be expected, to occur 
within a reasonable period of time (6 to 12 months). 

d. ■■ ' jjkl .ific AT ioif mmttsmms to be described 

0*5 IriforEsation as to the knowledges, skills, abilities, education 
«»d experience, physical demands and personal characteristics 
required for the performance of the duties of the position will 
be stated in the position, description . 

{2} Generally, tie qualification information stated in the position 
description will represent minimum qualification requireaaeaats. 

Additional irfcrmtloa as to desirable qmlifications nay be 
included. However, those reqrdreraents which are ceasiAered by agr eement 
between the eperating officials concerned and the Office of 
ddrstaml a® prerequisite to assignment to the position should be 
act as the minimum. 

w. IAGITI01I 3EAB0ASD3 

(1) ’ihe development and issuance of position standards will, normally 
be preceflidby position -analysis studies or surveys sufficient to 
establish a pattern for the series of positions in question, or 
to represent known classification situations which can Is® 
documented from general personnel research source®. 
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{2} Proposed position standards will "be coordinated in the course of 
their develojsiaent with the appropriate operating official la 
accordance with paragraph kb shove. 

a. irliBLICAflOK AHD DISTRIBUTION 
{!) PUBLICATXCIi 

Position standards, as developed, will., he subm itted by the A ssis- 
tant Directa r for Personnel for publication in i ' I Poll- 25X1 A 
lion Sfemdards . Revisions and refiaesKants of published standards 
and nev information rega rding position standards will be published 
periodically as changes | | on the basis of the racoa- 25X1 A 

itondatioas aade by users and the results cf periodic position- 
caialys is surveys . 

( 2 ) DISTRIBIflTOil CF POSITION STANDARDS 

Position standards will he distributed to the Deputy Directors, 
the Director of Training, the Assistant Directors for CanmmXea.- 
tions and Personnel and to the heads of their components Who have 
•jurisdiction over the positions covered. Position standards for 
sensitive positions will be distributed separately on a limited 
basis . 


rOU THE DIRECTOR OF CSIfERAL IKEESUJOQCS; 

/s/ 

k. yrnsss 

Acting Deputy Director 
(Administration ) 


ViJiSIHUTIOII: 
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